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Founded in 1818, Bunge is a leading agribusiness and food company with integrated operations that circle the globe, stretching from the farm field to the retail shelf. Bunge has 33,000 employees at more than 400 facilities in 32 countries.  

Bunge’s North American operations supply raw and processed agricultural commodities and specialized food ingredients to a wide range of customers in the livestock, poultry, food processor, foodservice and bakery industries.  With headquarters in St. Louis, Missouri, Bunge North America and its subsidiaries operate grain elevators, oilseed processing plants, edible oil refineries and packaging facilities, corn and rice mills and fertilizer distribution warehouses in the U.S., Canada and Mexico.  Bunge is seeking the talent of an Office Services Assistant Manager to be based in St. Louis, MO.

Overview:

Assistant manager position supports the office services department in maintaining safety programs, security programs, and day to day activities at corporate office.
Essential Functions:
· Manage and maintain a corporate office safety program, including Safety Monitor Training, Contractor Safety training and several other safety programs annually
· Maintain and assist in development of corporate office security program, including managing distribution, collection and cancellation of security access cards, maintenance, service, and changes security card access system
· Manage and maintain CAD system for corporate office departmental/building drawings and emergency evacuation maps 
· Manage and maintain AV/TV satellite systems for corporate office including service contracts and recommended purchases
· Manage, solicit, review and recommend purchases of furnishings, fixtures, equipment for corporate office
· Organize and inventory corporate office store rooms, closets, and off-site storage areas
· Assist in development of automated on-line service request system, maintain system and schedule completion of requests
· Manage the office service clerks  
Skill/Experience Requirements:

· Associates degree required 

· Bachelor’s degree preferred in Business Administration or related field

· Minimum 5 years experience in facilities management 

· CAD experience required 

· Computer literacy with Microsoft Excel, Word, PowerPoint, and Lotus Notes 

· Excellent communication and customer service skills 

· Ability to work in a team environment 

· Versatility, flexibility, and analytical skills are an asset 

· Adaptability to work with all levels within an organization 

· Ability to effectively manage, motivate and train employees

Bunge offers competitive pay and excellent benefits.  The pace is fast and the expectations high. If you are up to the challenge and want the opportunity to grow, please apply on our website, https://www2.apply2jobs.com/Bunge/ProfExt/index.cfm?fuseaction=mExternal.showJob&RID=168&CurrentPage=1.
For more information on Bunge, please visit our website at www.bungenorthamerica.com.
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